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INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed originai to

‘Department of Archives and History, Records Management Division, 330 Capitol Awenue, Atlanu Georgia, 30334
Amnuon' Schaduling Saction,

fan AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Acolication Date Department of Offender Rehabilitation Appiication Number
- ' Administrative Office of the :
R Commissioner/ Internal Affairs Div. . - e -{ T" -IO" a
Application Number $#2 Martin Luther KIng Jr. Dr. . ‘ . | Dte Received ~ Date Completed
: Atlanta, Ga. 30334 ' . "BEC 91985 | Jan 31588
2. Person to Contact . WorkinaTitle Tolephom Number .
- Amy Goldblatt : Assoc1ate Dperatlons Analyst ) ) 656-4

3. Action Requested

a. (I Estabusn Retention Schedule; record will eontmue to accumulatu.
9. O Dispom of present accumulation; no further accumulation anticipated.

¢ Amend Application No. _ 2 7~ 20+ ___ Check One: 0 Change; & Supercede: [J Void

4. Dates of Saries S. Records Series Title {followed by title used in office; if different)
Earliest Latest
1972 [ Present Use of Weapons Files (Reports and Summary Logs)

8. Division and Office Function What is the function of the Division and the Oﬁice in which this record series is created?

The Internal Affairs Division is responsible for conductlng 1nvest1gat10ns
of misfeasance, malfeasance and criminal activity of State inmates,

employees and those w1th1n the jurisdiction of the Department of Offender
Rehabilitation.

7. Record Series Description This file containg the fnlhwzng documents (includs form numbersand tittes, i any):
= and investigating
Documents relating to: Receiving /reports on use of weapons by institutional personnel
in regard to inmates.

Included are: Use of Weapon Reports, amd statements from inmaate and
institutional personnel concerning the circumstances of
incident reported. and summary log.

File is arranged:

By Institution in Chronogolical order -

8. Monthly Reference Rate How often are records refe;'red to which are:

Cne to six months oid : Sevan to twelve manths old
twenty-five months and oider —_—k 7

9. Annud Rate of Accumulation of Records ‘
Letscrg_uu drawers Lml-s:ze drawers

; Thirtesn to twenty-four months old

_: Shalves ; Other (specify) L BOX PER YEAR

S R . ? L
4 AR=50=71;, Rev.?8 A (gv-l') _ 7 :
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- __If not, whars is it? LN
X b. Does the series contam confidential information requiring security handling? If yes, cite law or regutatnon
Ga. Code 77-33 . Ga. Code Ann, 42-5-36 .
X ¢ s this a vital record? . .
X d. Does this series havs historical or long term research nlue" .
: o. When one or two dowmm in the file make it necessary to keep the entire file for a long period, could these W
X jorie Y arta
g Is ﬂu mformatmn contamed iny this series ever mlyud and/or reeorded in a summarized report?
X If ves, attach cooy,
X h. Is there a duplication of this series in your off‘ ice, o in anothef office or agency?
14 r Inmate File 7 eputy_Commissioner's File
X 1 i lsthis series for 8 major portiop of izl requiarly microfilmed? :
X | 1_Does the record series resuit in a computer orintout?
11. Retantion Requirements The following requires the saries to be kept:
a. State Law ' ——Yesrs. _ d. Auditperiod X years.
b. Statute of limitation : 4 years. e. Administrative need ) 3 years.
c. Federal law Years. £. Federal retention instructions years,

Attach copy or excert of laws or regulations. Explain administrative need.
€ Seo oxxockad MrawsSvanduan ’

b. Limitation on prosecution for felonies is 4 years (Ga.Code Ann. 17-3-1 (c)}; however,
court will often allow prosecution to commence within the year follow:.ng. -

12 Apmud Dispasition Innrncuom Thls agency reccmmends that the file series be cut off at the end of each:
T Catendar Year: ) Fiscal Year: O Other then,

(3 Hold in the current files area manthis) 3 yea'r(sl: then
C! Transfer to local holding area; hoid _____ __ vearis); then

" Transfsr to State Records Centar; hold vear(s); then
L Destroy.
. Transfer to State Archives form‘é& retention; ~
. Other (Scecify)
o SRTE SRR IR
Thess instructions apply to afl prior and future accumulations of the series,
Date Records Management QOfficer (Signature) Date
’ -
2 aa 574/,0
‘ 7
T T7-70 5 __ Stats Records Committse (Signature) Date
Recommendations in pera- N r
graph 12 are approved. _ State Auditor/Designiee -V Vr—n /é/\ Ll
(If i ved, 2 M A — {1 3{ §§
of explanation.) Secretary of State/Designee @Lu )2//4,/ £r
} . - 7
. - Attorney General/Designee - P/
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APPLICATION FOR RECORDS RETENTlON SCHEDULE

OFFICE QF THE SECRETARY QF STATE
DEPARTMENT OF ARCHIVES AND HISTORY

RECORDS MANAGEMENT DIVISION

Atmntion: Scheduling Sumon

INSTRUCTIONS: See Pubhcatlm No. 76~RM—1 for instructions on completing this form. Forward signed original ta
Department of Archives and History, Records Managemant Division, 330 Capttol Avenue, Atlanta, Georgia, 30334

£ ]

FOR AGENCY USE . Agency Address FOR RECOADS MANAGEMENT USE
Apcication Dete Dept . of Offender Rehabilitation Appticstion Number
Administrative Office of the 7 7"‘ 70 o
[ Asptication Number Commissioner/Internal Affairs Div. "~ Dew Compieted
800 Peachtree/Atlanta, Ga. 30308 FEB 15 1977 ! MAR - 4 1977 '
2. Pesson to Contact -  Working Title A Telephane Number
- "Toni Buford Intell;gence Ana{xst ' 894-5034

3. Action Requested
& & Estabusn Retention Schedule ncurd mtl continue to accumu!an
b. " O Dispose of pusent accumylation; no further accumulation muupated

ST

Amend Ap ticn No, ~— Check Ona: {J Chs a cade: 0] Void
4. Dates of Series | 5. Records Series Title {followsd by e used office; if different)
Earliest Latest . o
1973 | b . Use of Weapons Fileg

6. Division and Office Function

_".

Rehabllltatlon.

’h::j

- What is the function of the Division and the Office in which this racord series is eruted?

The Internal Affairs Division is fespon31ble for conducting 1nvestlgat10ns
of misfeasance, malfeasance and criminal activity of State inmates, - « -
~employees and those within the jurisdiction of the Department ‘of Offender .

7. Record Serias Description

This file contains the fouamng documents finclude form numbanmd titles, if any}:

Attach amples of the file. .
Documants relating to: Rece:wlng reports on use of weapons by institutional personnel
- ' in regard to inmates. .
Included are: Use of Weapon Repo-rté,‘"statements from inmate and
- : ' institutional personnel concernlng the circumstances of
T incident reported. '
- . R . _ - . T ;’:7_,- -
File is arranged: By Institution in Chronogolical order

- | 8. Monthly Reference Rate .

How often are mcufds referred to wﬂaeh are:

One 1 six months oid Sewr;mmfvamduold

. twmtv ﬂve months and older

Thmn to t\wentv four months old

9. Annud ﬂatl of Accumulation ol' Rmrd: 4
Lettor-siza d'awtrs : Legalsize drawers ; Shelves

L

; Other fmccr'fy}
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¢ 15 thisa vital record? _

[ves | NO | 10. Quertionnsira _ (Place an "X in the proper column) = - - 5 o K e .
_ 2. ls this the official copy of the serias? ' . =0 A
v .l not. whare isit2 - T,
- b. Does the serias contain eonﬁdintiai information roquuru\q ncurity M-tdimg? T ves, cite s law o regulation. D
?7-337
\/
. v

_d._Does this sarias hsve historical or long term resesvch value?
.. Whenoneortwudocumenuintlnﬂhmnmoassarvtomtr-eﬂtmﬁhfoulongpmod couldmen g
documents be scheduled separateby? . .

Ve
el 5 A Mmammm:twmumﬁummmn -

- g. isthe information contained i in this series evar mlyad and/or recorded in 3 summarized report?
¥ _Jf ves. artach cooy..

\

. h. Is thare a duplication of this saries in ouf office, or in snothar office or agency?
I I 3", im“

MMWMMW!M&? — s _
‘/[_angs,mmmismnmmhmmnummmuﬁ - S LT

1. mmiumm E ) ﬂnfellomnguqumﬁnwtamhhm. . e .
o e g N
% StateLaw - : vm . d.Audhperiud . -Yesrs,
b, Stptute of limitation i - Yaars, . 8. Administrative need 5 years,

c Federallaw =~ = years. - « 4. Federal ratention instructions e YRER.

Attach copry or excart of laws or reguletions. Explain administrative need. -

12 Amovdb!wsmmlnmdm ' Thumwnmnhndsthatﬂnﬁhmtnaﬂoﬂudumdafm

M Catendar Your; O Fiscal Yoar: Q0 Ovhar = == then,

x Hotd in the current files ##ed o —— monthis) __é.__,. vear(s); then
O Transisr to loca! halding srea; hold e ... yoar{s}: then

3 Transfer to Stata Records Canter; hold .. year(s); then
£ Destroy. securi . o

p | Transfer to State Archives ; o ntion. ; _hold 70 years: then destroy
QO Othwr [Spectty) : T ‘

[
H

Thess instructions apply to all prior and future accumulations of the series.

Duu' . Records Managemaent omeSignamni

Rate
LRz T/Ué/l/ﬁa/ 227

N <\ _ Suts Records Commistes (Signaturs) ' Date
Recommendations in pua- e T -
graph 12 are sporoved, - State /Detignee L 3-—3—‘)7
{If disspproved, attach letter : .

,. Y

of explanation.) | Secre te/Designee 228~ 77
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